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I mportant

This guide replaces the Department of Health and Human Services
(DHHS) Timekeeping Manual for Timekeepers/Supervisors, 1993 version.

The guide addresses Departmental policy which is on occasion modified at
the Operating Division Level. When discrepancies between the two occur,
consult your payroll liaison for clarification or guidance.

The Guide for Timekeeping is intended to be used in conjunction with the
User Manual for the automated timekeeping system you are using. It
coversthe rules, regulations, and Department policy for leave, time and
attendance, whereas the User Manual for the automated system you are
using provides detailed procedures for the use of the software to record,
certify, and transmit time and attendance data.

Individual requests for the Guide for Timekeeping may be directed to your
payroll liaison. Payroll liaisons may obtain copies through the Office of
Human Resources Service Helpdesk at the following address:

Department of Health and Human Services
Program Support Center

HRS Helpdesk

8455 Colesville Road - Suite 700

Silver Spring, MD 20910

(Internet address: HRSHELP@HRS.PSC.DHHS.GOV)

As many authorities have been delegated down to the Operating Division
(OPDIV) levds, it isimportant that you have a copy of your OPDIV's
policy to use in conjunction with this guide. We recommend that you file a
copy of your OPDIV's policy with your copy of the guide.

Be sure to read the first two chapters of this guide before looking at the
rest of it. Many of the concepts and definitions which you need to
understand before you can learn the rules of timekeeping are presented in
these two chapters.
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